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	dept: Sample Department
	Agy: Sample Agency - Sample Section
	N1: 1
	Series1: Image upon arrival and destroy originals after inspection and SOS approval.
	Series2: May contain confidential information.
	Series3: Audits are maintained by Auditor's Office.
	TextField1: Audit Reports (Done for office by CPA or private firms not submitted to Legislative Auditor)
	Series5: EDGAR U.S. Dept of Education Prgm  Requirement (Education agy only)
	Series6: Microfilm after 10 calendar years.
	Series7: May contain confidential information
	Series8: May contain confidential information.  Break CDs to destroy or Burn/Shred checks.
	Series9: Invoices - (Non Grant Related)
	series10: Invoices - Grant Related
	Series11: Image upon approval.  After inspection of images transfer originals to Archives.
	Series12: Commission Board Meeting Tapes
	office1: Audit +3 FY
	office2: 2 FY
	office3: 3 FY
	office4: Life of Agency
	office5: 3 FY
	office6: Life of Agency
	office7: 3 FY
	office8: Audit + 3 FY
	office9: Audit  + 3 FY
	office10: Active + 2 FFY
	office11: Permanent
	office12: 3 CY
	storage1: 0
	Total1: Audit + 3 FY
	storage2: 3 FY
	storage3: 0
	Total2: 5 FY
	storage4: 0
	Total3: 3 FY
	Total4: Life of Agency
	storage5: 2 FY
	Total5: 5 FY
	storage6: 0
	storage7: 0
	storage8: 0
	storage9: 0
	storage10: 3 FFY
	storage11: 0
	storage12: 0
	Total6: Life of Agency
	Total7: 3 FY
	Total8: Audit + 3 FY
	Total9: Audit + 3 FY
	Total10: Active + 5 FFY
	Total11: Permanent
	Total12: 3 CY
	Series4: Microfilm after 5 calendar years.
	Series10: Active = until grant expires.
	N2: 2
	N3: 3 
	N4: 4
	N5: 5
	N6: 6 
	N7: 7
	N8: 8
	N9: 9
	N10: 10
	N11: 11
	N12: 12
	notes: FY = Fiscal Year (Jul 1- Jun 30)CY = Calendar Year (Jan 1 - Dec 31)FFY = Federal Fiscal Year (Oct 1 - Sept 30)CPA = Certifed Public AccountantCD= Compact DiskNote: This is a sample Schedule for instructional purposes only.  DO NOT base retention of your records on formulas presented in this example without reviewing your own agency's needs and requirements and in consultation with the State Archives Records Management Staff.



